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Instructions:
 
The purpose of NSSC-Form-0068 is to request authorization for records destruction (regardless of media). The record owner I custodian or functional area Records Liaison Officer (RLO) will initiate the destruction request by completing and routing the form via designated managers I directors.
 
The form should be used for one record series. When multiple records are eligible for destruction, a separate form should be used for each record series.
 
The requestor I originator will conduct a physical inspection / verification of the record series proposed for destruction, (i.e., examine boxes I compact discs I folders I files to ensure all contents are listed on the NSSC-Form-0068). Requestor must also request a detailed records report from the NSSC Records Management Team:
 
• For paper records stored at the SSC storage facility, request a report from Records Storage and Tracking Inventory Database (ReSTID).
 
         • For electronic records in TechDoc, request a TechDoc report;
 
• For electronic records in other formats, (i.e., thumb drive, NSSC shared drives / hard drives, photos, videos, CD's, external hard drives, system, application), please select the media type as requested on the form's drop-down list and provide a detailed description. A separate document may be attached if additional space is needed. The attachment should include the record series and retention schedule applicable to the records as well as; the media type, version, and I or operating system.
 
The RLOs will provide records location in the "General Information" section. For example:
 
• SSC Records Facility
         • NSSC Bldg. 1111, Room 382
• Accounts Payable Work Management System (AWMS)
 
The form and records report should be forwarded to the Functional Chief I Manager for concurrence or dissent. The Functional Chief I Manager will then forward the form to the NSSC Records Manager (RM). The RM will forward the form as follows:
 
1. Counsel to the Executive Director
2. Service Delivery Director
3. Support Operations Director
 
The completed form will be returned to Records Management, and all authorized actions executed by the NSSC Records Management Team.
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General Information
to
General Description of Records (Further details in attachment)
Records Liaison Officer (RLO)
RLO certifies that subject records presented for destruction were inspected and contents verified to be as described in above destruction of records.
RLO certifies that subject records presented for destruction were inspected and contents verified to be as described in above destruction of records.
RLO certifies that subject records presented for destruction were inspected and contents verified to be as described in above destruction of records.
RLO Signature
Comments
Functional Department Chief / Manager
Functional Department Chief (CS) Signature
Functional Department Chief (SP) Signature
Comments
NSSC Records Management
NSSC Quality & Performance 
Measurement (SP) Signature
The records manager certifies that the subject records purposed for destruction were reviewed; the retention / disposition periods are valid; and records are eligible for destruction.
Applicable NRRS / GRS Schedule and Item
NSSC Records Manager (CS) Signature
General Information
to
General Description of Records (Further details in attachment)
Counsel to the Executive Director
The subject records are not known to have any bearing on any pending litigation or other legal actions that would preclude their destruction:
Counsel to the Executive Director (CS) Signature
Comments
Service Delivery Director
Service Delivery Director Signature
Comments
Support Operations Director
Support Operations Director
Support Operations Director
Support Operations Director Signature
Support Operations Director Signature
Support Operations Director Signature
Comments
Applicable NRRS / GRS Schedule and Item
Gavin Ladner Jr / rev. M. Hill
228.813.6306
9-5-2014
IT Support
This form collects information on records that to be destroyed and the permission levels / signoffs to complete the process.
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